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FROM

»3

SUBRJECT:

25X1

25X1

CaGoP Y
Chisf, Poysieal Sscurity Divialen/80 pasTE: 18 July 1955
Chief, Records Mapegemwent Staff/MS

rgtruntion of Cleesified Tocunents

i, '%‘.afuﬁnamml:l DETEErapn I 7{3) requives thabt the 25X1
doptruction of pecret mnd conPidential docusenta, mot veglatered,
e pecorded 1n the eppropriate logs.” Howaver, proposed
wlation [:::::] which reseinds this pavagraph, regquires no
w of the destruetion of this btype waterial.

[

2, In view of the ‘mﬂ@gmm@ﬁ reociesion, apd sioce such &
roguivenent would be extrevely detrluental o the Agency Recowvds
Managewent Progrew 1t is vequested that your office comour in Che
fostruction, without logging, of secret and confidential documents.

Vi:74

25X1

CORCURRENCE:

,7 9
s

%

£

2 ok

-
hief, Physieal sSeecurity Dilvision/50

i Propcsed 3egulation | lGioes not wescind the reguivewont 25X 1
of lepging. An excoption %o the regqulrewent, however, 18
being grasted by this wemo providing thet a reeord of material
desvroyed is meintalned by category of waterial, Tile naues,
mubject or obther weans of identifying, by geueral description,
sh2 pature and kind of wateriel destroyed.

| | 25X1
O Joly L9905
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DOCUMERT CORTROL PRCCEDURE

Sub~
Control

Sub-
Control

et

ey

L]

i

Approved For Release

]

B,

B

F.

Frepare Form 238 and forward eoptes, 1, &,
5, 6 with the comsunication.

File copy #2 alphnbatically by source im
chronclogicel ordar. This file serves ss e
firding wedia for all recorded ineoming
cormunications. Copy #2 is replaeed by copy
é)i when action has been coupleted (parsgraph

File copy #3 by thes dste on which action I
due to be completed. Upon axpiration of Lime
allotted for zetiom, econtect by telephore the
Bubsidiary Mail Conirol to which the comwuni-
cation vas reforred and eatablish new due date.
Withdraw copy #3 spd file by eontrel nuwber
when action bas toecn complsted (peragraph H).
Optional Method - Pile copy #3 by eontrvol
murber. Tab those contrel slips which bear
n follew-up date.

Copies 1, 4, 5 end & are received with the
conmunication at the Subsidiary Mail Control
point.

Detach and file copy #& {n the rems manmer as
copy #3-

When it is necesssry to refer the somounice-
tion to & secopd Subsidia? ¥ail Control, note
the referral on copizs 1, %, 5 end 6. Detach
copy #5 and forward to the Cemirsl Mall
Control vhere 1t will Ye destroyed sfisr the
information sboul the transfer s transeribed
to copy #3.

In case of a socond referval, soples 1 and 6

&1 received with the communication. Detach

;@m #6 mpd Tile in the ssme manmer as eopy
3=

Copy #1 is received with the correspondence
wivia all necaessary sction hes beoen takes. The
eorreapondence will be classified by subject,
filed, 2nd the reply dispatehed. If correspon-
dence is retained for f1ling and dispateh of
the reply by the Subsidiary Msil Contrsl, copy
#1 is received vithout attachments and bears
notaticns as to subject classification, action
taken snd "Retained b ] " In
both instances, copy #1 Feplaces eopy 72 which

2005/12%0 O RBAT0ER11HI087 6a¢40A0 T dfarral wse

not required, copies 5 and 6 are received with

copy #1 and ars destroyed.
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B,

F.

i G

Prepere Form 238 and forward coples, 1, 4,
5, 6 with the cemmumication.

File copy #2 alphabetically by source in
chrounloglical order. This file serves es &
finding madia for all recerded incoming
communications. Copy #2 is replaced by copy
#Z;. vhen action has been completed (paragraph
H)-

File copy #3 by the dste on which action is
due to be compleated. Upon expiration of time
allotted for action, contact by telephome the
Bubsgidiary Meil Control teo whieh the communi-
cation was referred and eotablish noew due date.
Vithdrav copy #3 and f1le¢ by control number
when action has besen completed (peragraph H).
Optionnl Method - Flle copy #3 by comtrol
nugbey. Tab those control slips which bear
& follow-up datsa.

Coples 1, 4, 5 and G are received with the
copmronication at the SBubsidisry Mail Control
point.

Detach and £ile copy # in ths seme manmar as
copy #3.

When it is oeczssery to refer thse communica-
tion to a second Subaiﬁiari Hail Control, nute
the referral on copies 1, 4%, 5 end 6, Dstach
copy #5 and Torward to the Cemtral Mail
Control vwhere 1t will be deetrowed after the
inforwaticn sbout tha tramsfer iz trenseribed

to copy #3.

In eage of a second referral, coples 1 end 6

are received with the comsunication. Detach

;@py #6 snd file in the sams wenner as copy
3.

Copy #1 is racelved with the correspondence
when all necessary action bhas been tskem. Thw
correspondence will bYe classified by subject,
filed, and the reply Glspatehed. If corraspon-
dence is retained for fillng and dispetch of
the reply by the Subaidiary Mail Control, copy
#1 is received without atischments apd beara
notations as to subjeet claspgification, action
token and "Retained b " In
both instances, copy #1 Teplaces ¢opy #2 which

2005/11182 1o Cla-RDRTGPOR] 1 RIDGY GebietD dlerrel was

not reguired, coplaes 5 end 6 are received with
copy #1 and are deatroyed. :




